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1 CFR Ch. I (1–1–02 Edition)§ 17.7

1 Agencies with computer processed data
are urged to consult with the Office of the
Federal Register staff about possible use of
the data in the publication process.

the Director concurs with a request for
that action and it is feasible.

(c) Each document approved for
emergency filing for public inspection
shall be filed as soon as possible fol-
lowing processing and scheduling.

[54 FR 9680, Mar. 7, 1989]

Subpart D—Deferred Schedule

§ 17.7 Criteria for deferred schedule.
(a) A document may be assigned to

the deferred schedule under the fol-
lowing conditions:

(1) There are technical problems, un-
usual or lengthy tables, or illustra-
tions, or the document is of such size
as to require extraordinary processing
time.

(2) The agency concerned requests a
deferred publication date.

(b) The Office of the Federal Register
staff will notify the agency if its docu-
ments must be assigned to a deferred
schedule.

[37 FR 23608, Nov. 4, 1972, as amended at 54
FR 9680, Mar. 7, 1989; 54 FR 23343, May 31,
1989]

PART 18—PREPARATION AND
TRANSMITTAL OF DOCUMENTS
GENERALLY
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AUTHORITY: 44 U.S.C. 1506; sec. 6, E.O. 10530,
19 FR 2709; 3 CFR, 1954–1958 Comp., p. 189.

SOURCE: 37 FR 23609, Nov. 4, 1972, unless
otherwise noted.

§ 18.1 Original and copies required.
Except as provided in § 19.2 of this

subchapter for Executive orders and
proclamations, each agency submitting
a document to be filed and published in
the FEDERAL REGISTER shall send an
original and two duplicate originals or
certified copies.1 However, if the docu-
ment is printed or processed on both
sides, one of the copies sent by the
agency must be a collated, single-sided
copy.

[54 FR 9680, Mar. 7, 1989]

§ 18.2 Prohibition on combined cat-
egory documents.

(a) The Director of the Federal Reg-
ister will not accept a document for fil-
ing and publication if it combines ma-
terial that must appear under more
than one category in the FEDERAL REG-
ISTER. For example, a document may
not contain both rulemaking and no-
tice of proposed rulemaking material.

(b) Where two related documents are
to be published in the same FEDERAL
REGISTER issue, the agency may insert
a cross-reference in each document.

[54 FR 9680, Mar. 7, 1989]

§ 18.3 Submission of documents and
letters of transmittal.

(a) Each document authorized or re-
quired by law to be filed for public in-
spection with the Office of the Federal
Register and published in the FEDERAL
REGISTER shall be sent to the Director
of the Federal Register.

(b) Except for cases involving special
handling or treatment, there is no need
for a letter of transmittal for a docu-
ment submitted for filing and FEDERAL
REGISTER publication.

(c) Receipt dates are determined at
the time a signed original and clear
and legible copies are received.

[37 FR 23609, Nov. 4, 1972, as amended at 54
FR 9680, Mar. 7, 1989]

§ 18.4 Form of document.
(a) A printed or processed document

may be accepted for filing for public in-
spection and publication if it is on
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Admin. Comm. of the Federal Register § 18.12

2 Agencies with computer processed data
are urged to consult with the Office of the
Federal Register staff about possible use of
the data in the publication process.

3 At present, submission of documents by
telecommunication is limited to selected
pilot projects.

bond or similar quality paper, legible,
and free of adhesive or correction
tape.2

(b) A document in the form of a let-
ter or press release may not be accept-
ed for filing for public inspection or
publication in the rules and regula-
tions, proposed rules, or notices cat-
egories of the FEDERAL REGISTER.

(c) Original documents submitted by
telecommunication and authenticated
by digital signatures consistent with
applicable Federal standards and Office
of the Federal Register technical speci-
fications may be accepted for publica-
tion.3

[54 FR 9681, Mar. 7, 1989, as amended at 61 FR
68119, Dec. 27, 1996]

§ 18.5 Certified copies.

The certified copies or duplicate
originals of each document must be
submitted with the original. Each copy
or duplicate must be entirely clear and
legible.

[54 FR 9681, Mar. 7, 1989]

§ 18.6 Form of certification.

Each copy of each document sub-
mitted for filing and publication, ex-
cept a Presidential document or a du-
plicate original, must be certified as
follows:

(Certified to be a true copy of the original)

The certification must be signed by a
certifying officer designated under
§ 16.1 of this chapter.

[54 FR 9681, Mar. 7, 1989]

§ 18.7 Signature.

The original and each duplicate
original document must be signed in
ink, with the name and title of the offi-
cial signing the document typed or
stamped beneath the signature. Ini-
tialed or impressed signatures will not
be accepted. Documents submitted
under § 18.4(c) may be authenticated as

original documents by digital signa-
tures.

[37 FR 23609, Nov. 4, 1972, as amended at 54
FR 9681, Mar. 7, 1989; 61 FR 68119, Dec. 27,
1996]

§ 18.8 Seal.

Use of a seal on an original document
or certified copy is optional with the
issuing agency.

§ 18.9 Style.

Each document submitted by an
agency for filing and publication shall
conform to the current edition of the
U.S. Government Printing Office Style
Manual in punctuation, capitalization,
spelling, and other matters of style.

[54 FR 9681, Mar. 7, 1989]

§ 18.10 Illustrations, tabular material,
and forms.

(a) If it is necessary to publish a form
or illustration, a clear and legible
original form or illustration, or a clear
and completely legible reproduction
approximately 8 1⁄2 by 11 inches, shall
be included in the original document
and each certified copy.

(b) A document that includes tabular
material may be assigned to the de-
ferred publication schedule. See § 17.7.

[54 FR 9681, Mar. 7, 1989]

§ 18.12 Preamble requirements.
(a) Each agency submitting a pro-

posed or final rule document for publi-
cation shall prepare a preamble which
will inform the reader, who is not an
expert in the subject area, of the basis
and purpose for the rule or proposal.

(b) The preamble shall be in the fol-
lowing format and contain the fol-
lowing information:

AGENCY: llllllllllllllllll

(Name of issuing agency)

ACTION: llllllllllllllllll

(Notice of Intent), (Advance Notice of Pro-
posed Rulemaking), (Proposed Rule),
(Final Rule), (Other).

SUMMARY: lllllllllllllllll

(Brief statements, in simple language, of: (i)
the action being taken; (ii) the cir-
cumstances which created the need for the
action; and (iii) the intended effect of the
action.)

DATES: lllllllllllllllllll
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